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DEPUTY ASSOCIATE ADMINISTRATOR
OFFICE OF CONGRESSIONAL AFFAIRS

INTRODUCTION

This position is located in the Office of the Administrator, and the Office of
Congressional and Intergovernmental Relations (OCIR)/Office of Congressional Affairs
(OCA). The incumbent serves as the Deputy Associate Administrator for the Office of
Congressional Affairs (OCA) and reports directly to the Associate Administrator for
OCIR. OCA serves as the Administrator’s principal point of contact for Congress on all
Agency matters. The office serves as a liaison for these parties to the Office of the
Administrator and senior Agency officials and facilitates communications between EPA
Headquarters and Regions and elected officials in coordination with the Office of
Intergovernmental Relations in OCIR.

The incumbent of the position requested for Schedule C exception will not be able to
adequately perform his/her duties without being privy to the political, personal. and
management philosophies of the Administrator and Deputy Associate Administrator. A
confidential relationship of a Schedule C nature is imperative since the incumbent will
speak for the Administrator and Deputy Associate Administrator and, as such, will be
expected to reflect his/her philosophies in conversation with leading figures of
government, business, and other groups. The incumbent will also be obliged to present
the views of the Administrator or Deputy Associate Administrator in correspondence and
other communications with the Agency manager and program officials.

MAJOR DUTIES AND RESPONSIBILITIES

1. Oversees the development of Agency policy pertaining to Congressional and
legislative affairs programs of the EPA. This requires close collaboration with internal
and external partners including Congressional members and their staffs, the Agency s
Administrator, Deputy Administrator. Federal departments and agencies, e.g., the Office
of Management and Budget, EPA program and Regional offices, states, private
organizations, and academia, and OCIR’s program implementation, communication and
outreach activities. Develops program plans for the operation of the office.

2. Establishes and maintains working relationships with stakeholders within the Agency
and those outside the Agency to keep abreast of thinking and plans which affect Agency
programs. Works with all appropriate parties, as required, to implement the Agency’s
programs on emerging issues, concerns and regulations. Recommends and coordinates
personal involvement by the Administrator/Deputy Administrator in relations with
Members of Congress and their staffs. Works with the Office of General Counsel to
encourage the adoption of methods for dealing effectively with other federal agencies and



OMB to ensure that they are brought to bear in the development of specific EPA policy
and program initiatives.

3. Provides expert advice to the Associate Administrator, Principal Deputy Associate
Administrator and Deputy Associate Administrator for OCIR on congressional
legislation, represents the Agency at intra-agency, inter-agency, national meetings
involving congressional legislation issues; coordinates quick turn-around Congressional
inquiries, and serves as technical point of contact between OCIR and EPA program
offices, EPA regional offices, and other Federal agencies, states, the Congress, non-
governmental organizations and industry on matters pertaining to appropriations and
cross-cutting environmental threats. The incumbent reviews briefing material prepared
by staff for the Associate Administrator and Principal Deputy Associate Administrator,
Deputy Associate Administrator on environmental issues.

4. May represent the Agency at the White House or before Congressional and
interagency conferences. Carries out special assignments to explain the Agency’s
legislative mission and objectives. As required, briefs the Associate Administrator and
other key officials regarding congressional issues.

5. Coordinates the Agency’s appearances at Congressional hearings. This includes
coordinating the drafting of testimony and obtaining Agency concurrence on testimony;
clearance of testimony through OMB; preparation of Agency witnesses; summarizing the
hearings for senior management and coordination of responses to questions presented at
Congressional hearings.

6. Keeps currently informed on Congressional activities affecting the Agency and briefs
and consults with key staff in the Headquarters and the Regional Offices on
developments in Congress that may affect Agency programs. Reviews prepared status
reports and studies for the Associate Administrator. These assignments are generally far
reaching in impact, unique, and of special depth or intensity and require imaginative and
novel approaches. Makes recommendations to the Associate Administrator for possible
courses of action.

7. Performs technical direction and workflow management for priority OCA projects.
This will constitute a major duty occupying at least 50% of the incumbent’s time. Such
responsibilities include reviewing work on a daily. weekly, and monthly basis as assigned
and prioritized by the Associate Administrator.

8. Coordinates, as assigned, OCA’s strategic planning, budgeting, administrative systems
work projects and other internal activities necessary for coordinating implementation of
OCIR’s priority programs and projects.

9. Works closely with subordinate supervisory staff and management to gain knowledge,
exchange information, resolve issues, and/or discover opportunities that can assist in the
implementation of the office’s mission and objectives.



10. Exercises management responsibility over staff members, making assignments and
determining duties and priorities, evaluating employee performance, recommending
incentives, initiating corrective actions, assuring safety, keeping employees informed at
all times, counseling employee, etc.

I'l. Exercise continuing responsibility to effectively support EEO/Affirmative Action
Plan and communicating this support to subordinates, taking positive actions which will
motivate and give opportunity to all personnel.

12. Performs other duties of a strictly confidential nature, as assigned.



SUPERVISORY GUIDE FACTORS
Program Scope and Effect Factor 1-4 775 points

Directs a segment of a professional, highly technical, or complex administrative program.
Involves the development of major aspects of key Agency scientific, legal,
administrative, regulatory, policy development or comparable, highly technical program.

Organizational Setting Factor 2-3 350 points

The position is accountable to a position that is SES level, or equivalent or higher level;
or to a position which directs a substantial GS-15 or equivalent subordinate supervisors,
officers, contractors, or others.

Supervisory/Managerial Authority Exercised  Factor 3-3 775 points

Exercises at least eight of the following supervisory authorities and responsibilities:

e Uses any of the following to direct. coordinate, or oversee work: supervisors,
leaders, team chiefs, group coordinators, committee chairs, or comparable
personnel; and/or provide similar oversight of contractors:

e [Exercises significant responsibilities in dealing with officials of other units or
organizations or in advising management official of higher rank;

* Assures reasonable equity (among units, groups, teams, projects, etc.) of
performance standards and rating techniques developed by subordinates or
assuring comparable equity in the assessment by subordinates of the adequacy of
contractor capabilities or of contractor completed work:

e Directs a program or major program segment with significant resources (e.g., one
at a multi-million dollar level of annual resources):

e Makes decisions on work problems presented by subordinate supervisors, team
leaders, or similar personnel. or by contractors:

e LEvaluates subordinate supervisors or leaders and serves as the reviewing official
on evaluations of nonsupervisory employees rated by subordinate supervisors;

e Makes or approves selections for subordinate supervisory positions and for work
leader, group leader, or project director positions responsible for coordinating the
work of others, and similar positions;

e Hears and resolves group grievances or serious employee complaints;

e Makes decisions on nonroutine, costly. or controversial training needs and
training requests related to employees of the unit;

e Determines whether contractor performed work meets standards of adequacy
necessary for authorization of payment;

e Approves expenses comparable to within-grade increases, extensive overtime. and
employee travel:

e Recommends awards and bonuses for nonsupervisory personnel and changes in
position classification, subject to approval by higher level officials, supervisors,
or others;



e Finds and implements ways to eliminate or reduce significant bottlenecks and
barriers to production, promote team building. or improve business practices.

Nature of Contacts Factor 4A-3 750 points

Contacts include those which take place in meetings and conferences and unplanned
contacts for which the employee is designated as a contact point by higher management.
They often require extensive preparation of briefing materials or up to date technical
familiarity with complex subject matter. Frequent contacts are comparable to any of the
following:

e High ranking military or civilian managers, supervisors, and technical staff at
bureau and major organization level of the Agency: with Agency headquarters
administrative support staff. or with comparable personnel in other Federal
agencies:

o Key staff of public interest groups (usually in formal briefings) with significant
political influence or media coverage:

e Journalists representing influential city or county newspapers or comparable radio
or television coverage:

e (Congressional committee and subcommittee staff assistants below staff director or
chief counsel levels:

e Contracting officials and high level technical staff of large industrial firms:

e Local officers of regional or national trade associations, public action groups. or
professional organizations: and /or State and local government managers doing
business with the Agency

Purpose of Contacts Factor 4B-3 100 points

The purpose of contacts is to justify, defend. or negotiate in representing the project,
program segment(s). or organizational unit(s) directed. in obtaining or committing
resources, and in gaining compliance with established policies. regulations. or contracts.
Contacts at this level usually involve active participation in conferences. meetings,
hearing, or presentations involving problems or issues of considerable consequence or
importance to the program or program segment(s) managed.

Difficulty of Typical Work Directed Factor 5-9 1030
points

The highest graded non-supervisory work directed. which requires at least 25% of this
position’s duty time, is GS-13 or higher, or equivalent.

Other Conditions Factor 6-6 1325
points

Supervision and oversight involves exceptional coordination and integration of a number
of very important and complex program segments or programs of professional, scientific,
technical. managerial. or administrative work comparable in difficulty to GS-13 or higher



level. Supervision and resource management involves major decisions and actions which
have a direct and substantial effect on the organizations and programs managed.



